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Patchwork useful links
	Document Link 
	Overview/Purpose


	Main Roster Dashboard Overview

	Viewing a Roster & the different roster views
Filters
Searching for a resident doctor
Viewing a resident doctor's profile

	Leave Management Dashboard Overview

	Viewing main leave dashboard
Filters
Viewing leave requests
Editing decision on a leave request

	Assigning a Resident doctor to a Shift

	Assigning single shifts
Assigning multiple shifts

	Removing a Resident doctor from a Shift

	Removing a resident doctor from single shifts 
Removing a resident doctor from multiple shifts 

	Editing the Activity Type of a Shift

	Changing activity on a single shift
Changing activity on multiple shifts

	Editing the Start/End Time of a Shift

	Editing the start and end times of single shifts

	Marking a Shift as Leave

	Marking individual shifts as annual, sick, study leave etc

	Swapping Shifts

	Swapping shifts in Resident doctor View
· Dragging and dropping shifts
· By Individual shift
· Dragging resident doctor lines up the roster
Swapping multiple shifts in Activity View

	Viewing Patterns/ Line Numbers on a Roster

	How to view the Individual patterns on your roster
How to rearrange the pattern view

	End Dating a Resident doctor on a Roster 

	End dating a resident doctor on a roster
Replacing the resident doctor on the schedule

	Searching for a Resident doctor Profile

	Finding a resident doctor via a department list (when department Is known)
Finding a resident doctor via Workforce Manager (when department Is unknown

	Adding or Editing a Department List

	See the resident doctor list for a department
Edit the name of the department list
Add/remove associated departments
Edit end date of department
Create a new department list
Filters


	Adding/Amending User Annual Leave Permissions

	Add a new user as an annual leave approver to department list
Amend existing user permissions

	Adding Leave for a Resident doctor

	Adding leave through Workforce Manager 
Adding leave directly to resident doctor profile on a roster

	Shift Templates

	Search for Shift Templates - Including filtering by department
Edit existing Shift Templates
Create new Shift Templates


	Activities

	Search for activities - Including filtering by department
Editing existing activities
Create a new activity

	Creating a Resident doctor Pattern

	Searching for existing patterns - Including filtering
Creating a new resident doctor pattern

	Exception Reports

	Exception Report Dashboard
Reviewing exception reports
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